State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Accountant Trainee 0256-4179-014 500000110 |
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
Vacant Fiscal Services/Accounts Payable
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
1

RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION

[ Supervisory [] Lead Person Iris Abernathy Senior Accounting Officer (Supv)
APPROVED BY (Personnel Analyst's Name) DATE
VB 5/21/2012

Pe_rl_(i:;enrg of Activity

POSITION SUMMARY

Under the direct supervision of a Sr. Accounting Officer (Supervisor), the Accountant Trainee in the
Accounts Payable Unit is in a learning capacity and responsible for the payment processing
functions and data analysis of assigned vendors.

ESSENTIAL FUNCTIONS

Under continuous supervision, the incumbent will work closely and cooperatively with the
supervisor and maintain consistent, regular, and predictable attendance. The incumbent must
become knowledgeable of the Department’'s SAP transaction codes in the Fl and FM modules. The
incumbent is required to follow instructions, interpret policies and procedures, and implement the
laws written in the State Administrative Manual (SAM), California Prompt Payment Act, Victim's
Compensation and Government Control Board guidelines, GAAP, Management Memos,
Government Code section 926 & 927, California Acquisition Manual 4.7 (Traffic Management), and
the Department's Administrative Manual pertaining to guidelines used in the Accounts Payable
Unit. The incumbent must be organized in order to prioritize work assignments, must have good
analytical and interpersonal skills, be able to communicate orally and in writing with various
department and field division staff and have the ability to represent the department and the unit
with good customer service skills. The incumbent must possess business and accounting
knowledge of various journal entries required for the processing of vendor invoices. The
incumbent must be able to work either independently or cooperatively with others as a team
depending on assignment.

65% Review vendor invoices within 5 days of receipt date by analyzing each invoice against the
purchase order, determine that all statutory and legal requirements have been met, or dispute
invoices within 15 days from the receipt date. Process Small Business and Discount invoices as a
priority and calculate Interest Penalties when due. Maintain 100% accuracy with regard to using
SAP accounting transactions to process vendor invoices for payment and originate accounting
entries which involves analysis and verification of various journal entries, general ledgers, cost
objects, asset accounts, business areas, and funds to prevent any erroneous entries.

SUPERVISOR'S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR'’S NAME (Print) SUPERVISOR’S SIGNATURE DATE
Iris Abernathy >
EMPLOYEE'S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE
Vacant >
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CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Accountant Trainee 0256-4179-014 500000110 |
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Pe_rl_?ﬁlrg of Activity
20% Initiate all necessary research, reason logically and solve accounting problems by understanding
and interpreting the goals, mission, laws, rules and policies of the State and the Department. This
requires initiative, perseverance, and complex analysis of source documents, accounting
transactions and internal funding history to ensure complete and accurate corrections. Assist
with any unit backlog and serve as backup support to other staff, monitor vendor payment history
to prevent any duplicate payments, resolve any "Open & Parked" items in a timely manner and take
appropriate corrective action. Assist with the Fiscal year-end procedures as directed by the
supervisor.
15% The incumbent may be responsible for special projects as assigned by the unit Supervisor,

including unique vendor payment research, and accounting transaction problems. These projects
may include preparation of documentation to update desk top procedures on-line or the Intranet.
Prepare training materials when necessary and travel to participate in field division training as
assigned.
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	activity: POSITION SUMMARY
Under the direct supervision of a Sr. Accounting Officer (Supervisor), the Accountant Trainee in the Accounts Payable Unit is in a learning capacity and responsible for the payment processing functions and data analysis of assigned vendors.  

ESSENTIAL FUNCTIONS
Under continuous supervision, the incumbent will work closely and cooperatively with the supervisor  and maintain consistent, regular, and predictable attendance.  The incumbent must become knowledgeable of the Department's SAP transaction codes in the FI and FM modules.  The incumbent is required to follow instructions, interpret policies and procedures, and implement the laws written in the State Administrative Manual (SAM), California Prompt Payment Act, Victim's Compensation and Government Control Board guidelines, GAAP, Management Memos, Government Code section 926 & 927, California Acquisition Manual 4.7 (Traffic Management), and  the Department's Administrative Manual pertaining to guidelines used in the Accounts Payable Unit.  The incumbent must be organized in order to prioritize work assignments, must have good analytical and interpersonal skills, be able to communicate orally and in writing with various department and field division staff and have the ability to represent the department and the unit with good customer service skills.  The incumbent must possess business and accounting knowledge of various journal entries required for the processing of vendor invoices.  The incumbent must be able to work either independently or cooperatively with others as a team depending on assignment.

Review vendor invoices within 5 days of receipt date by analyzing each invoice against the purchase order, determine that all statutory and legal requirements have been met, or dispute invoices within 15 days from the receipt date.  Process Small Business and Discount invoices as a priority and calculate Interest Penalties when due.  Maintain 100% accuracy with regard to using 
SAP accounting transactions to process vendor invoices for payment and originate accounting entries which involves analysis and verification of various journal entries, general ledgers, cost objects, asset accounts, business areas, and funds to prevent any erroneous entries. 
	classification: Accountant Trainee
	appointee: Vacant
	dwr position number: 0256-4179-014
	sap personnel no: 
	sap position number: 500000110
	division: Fiscal Services/Accounts Payable
	mcr: I
	percent 2: 20%
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	activity2: Initiate all necessary research, reason logically and solve accounting problems by understanding and interpreting the goals, mission, laws, rules and policies of the State and the Department.  This requires initiative, perseverance, and complex analysis of source documents, accounting transactions and internal funding history to ensure complete and accurate corrections.   Assist with any unit backlog and serve as backup support to other staff, monitor vendor payment history to prevent any duplicate payments, resolve any "Open & Parked" items in a timely manner and take appropriate corrective action.  Assist with the Fiscal year-end procedures as directed by the supervisor.  

The incumbent may be responsible for special projects as assigned by the unit Supervisor, including unique vendor payment research, and accounting transaction problems.  These projects may include preparation of documentation to update desk top procedures on-line or the Intranet.  Prepare  training materials when necessary and travel to participate in field division training as assigned.  

 
	supervisor name: Iris Abernathy
	employee name: Vacant


